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Employee Suggestion No. 303

25X1A%a
A. Information sbout the Suggesier:

I , GS-7,Property Supply Supervisor,Supply Div.,Loglstice 0f£ico

B, Sumnmary of the Suggestions

The suggester proposes the use of manifold carbon ssta throughoud tha
Agency in the preparation of correspondencs.

C. Present Methods

Except in isolated areas throughout ths Agency corrospondence ls prepared
by individusl carbon and single shest manifold papsr.

D. Propoged Method:

The suggester proposes that whersver possible manifold carbon sots bs
used in the preparation of correspondence.

E. Suggester's Estimste of Costs and Savings:

3. Carbon peper (cheapest variety)8x10% bx 100 sheats, 56¢
b, Manifold peper 0x10% 500 shaets, 8l¢
cs Manifold carbon sets Bx10% S00 ssts, $1.75

Assuming the use of a sheet of carbon paper (a&.) is used approximately
10 times to sach sheot and using as a basis 10 letisrs per day with original
and five copies to each, the following savings are estlimateds

(1) Total cost for 100 letiters using manifold papsr and carben, $1.12.
(2) Total cost for 100 letters using menifold carbon sets, $1.75.

Piguring as a basis J3175 per snnum (GS=li) as the average salary of
typists and stenographers the hourly basis may be computed ab 81,52 per
hour,

(3) Average time used preparing 100 letters with paper end carbon, 3 minufes,
(L) Average time used preparing 100 letters with manifold sets, 1 minute,
{5) Eotgé cost of time used prepering 100 letters with paper and carbon,
‘@70 “
(6) Total cost of time used preparing 100 lettere with carbon ssts, $2.56.
{7) Total cost of preparing carbons with present method, $8.72.
(8) Total cost of preparing corrospondsnce using proposed method with
carbon sets,. $4.31.
&h.4) savings per 100 letters.

(9) Figuring approximately 5,000 piecea of correspondence per dgy, the
savings would amount to approsimately $220 per day, or §57,200 per
year. This estimate is based on stock issus of papar and carbons
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¥, Evaluation:

Tne Logistics Office hes supplied the following information to the
Committee:

", . .Comparison with respsct to cost of the manifold sets
versus manifold paper and carbon paper as shown in the suggestion
is not entirely corrsct. The cost of 18 lb, manifold pspsr is

approxinately $2.20 per thousand or 0022 per shest, cost of
carbon paper ,62 per 500 sheets or ,00062; assuming that you use
the carbon psper four times, cost would be 0018 per sheet, add
%o 0022 = ,0040 cost per carbon and manifold psper per sheset,
multiplied by 500 = $2.25 per 500 ssts. Compared with cost of
manifold carbon sets which is $1.75 per box, savings per 500 sets
would be .50 (Agress with suggester's estimate.)

I% is baelieved that manifold carbon papsr sets would be
widely usad and it is recommended that ths item bs establishsd in
tha Agency as a regular stock item, It is not believed, however,
that this item would replace the use of carbon and manifold paper
as the menifold sets are normally inferior to the single shest
manifold and carbon paper.t

The Chisf{, Oensral Services (Office has suppllied the Committaee with the
additional information following:

1, "?ime and motlon studies conducied by management engineering
firms, and the experience of such asgencies as the Veterans!
fdministration, have indicated that savings ¢an be realized
through the use of manifold carbon aets (trade name, "Letierex®),
The general use of letterex is further recognized by the Genaral
Services Administration which lists this item in the PFederal
Supply Catalogue. It is thersfore rscommsnded that the suggestion
be adopted, '

2. In aversge annual savings on which to base an award has not
been estimated for the following rezsons:

a. There are no available records on which an estimate
of the Agency's production of lettsrs and msmoranda can
be based,

b, Copy rsquirements vary considerably and with tho
advancemont of the Correspondence Management Program, the
elinination of many extra coples is antigsipated.

C. Although situdies have provided estimates of time saved
through the use of Lettersx, common sense dictates a
Judiclous use of such estimates except where savings In
Sproduction® typing (i.e., individuzla devoting a full
day exclusively to typing) are being considered.
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In view of the foregolng, it is therefore recommendsd that
the suggesler bs granted an award based upon the Agency-wide
intangible savings in the forms of: Increased production of
correspondsnce without an increass of personnel; and higher
rorals and betisr working conditlons resulting from leas handling
of carbon papsr by typiste.

Ths Records Manzgement and Distribution Branch proposss to
include instructions on the use of Letterex in the Agenay Gorree
spondence Manue). cwrently being revissd. In the interim,
information sbout latterex will be disseminated to Area Records

Officers in an iessua of the Records Management Bulletin, Pro-
vislon for stotking Latterex in the Agency supply system will be
ccordinated with the Loglistica Office."

The Deputy Chief, Genorael Services, has informed the Commitiee that
the Contact Division, 00 and the Logistics Office has now adopted the uss
of manifold cerbon setz in the preparstion of some reports,

3. Resomnendation:

A telsphons inguiry by the Secretary of the GCommittes to ths Deputy
Chief, 00S elicited the informetion that the estimate of savings contained
in E (9) ebove should be considered as not more than 500 letters per day .
in his opinion. Thersfora, based upon thia approximate estimate, savings
would be $5,720, It is recommsnded that the Committee, if in accord with
vhe sbove, consider an award of $175 in keeping with the Teble of Awards
for suggestions with tangible savings.
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